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This paaphlet outlines the role of Wisconsin's 
assistant principals as it relates to students, the adainistrative 
teaa, staff,.curricnlua, and the coanunity. It also presents a brief 
job descriptioh developed for the assistant principal in a senior 
high school of 1,100 students that has only one assistant 
adainistrator. (Author/IBT) 
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The Assktani Fmdp^ Comm^bti^t the WisCDtlsih Sk;ondary Sdi^f * 
AdnihdStrators Assomtion 13 pleased ‘to present this docunient on t&e 
role of the assistant nrincipal in the secondary schools of Wiscdniin.^v 
^though not intehdea to be definitive in nature, the concepts outHhed 
in liik brochu^ represent a consensus on the role as expressed by such 
practitioners in Wisconsin’s secondary schools, regardless of the title 
they hold. , ‘ ‘ , 


In addition, a-semple-job description, consistent with this document, 
is included as an appendix.* Hopefully, these two segments will prove 
to be’helpful to school districts acro^ our state and nation who Wish 
to update and upgrade their position descriptions, but especially we 
hope to assist practitioners without job descriptions at all and those 
who contemplate employment in this area of secondary e^cation. 




We thank the many administrators in Wisconsin who contributed to 
the development of this pamphlet. Special reco^ition^oes to those 
persons who served on the original Assistant Principal Xommittee of 
WSSAA' chaired by Gerald Stem of Brookfield East High School and 
to the members of the current Assistant Principal Commission. Advisory 
Corymittee chaired by Frank Borg of Merrill High School.' 


Donald C. Larsen 

WSSAA As^tant Executive ^cretary 


Copies available from WSSAA, P. O. Box 656, Stevens Point, WI 54481. 
Sr.OO per copy. Ten percent discount on ten or nwre copies. Special 
rates for 25 or more copies available upon request. Payment must« 
accompany orders of $5.00 or less. ' 


PosifiM Poper: The Role of the Assistant Prinpipal 


During4he past decade when school enrollments have increased, educa¬ 
tional programs' have similarly increased, and a complex education 
system has resulted. The number of assistant principalships has 
correspondingly risen in order to fill the need for individuals to perform 
the myriad of administrative tasks dictated by this large and complex 
system. 

It has become evident that the most*basic and pervasive problem relate 
ing to the assistant principalship is the lack of a precise and defensible 
definition of the position. To .solve this problem, a definition should 
be written which vvould describe tasks commensurate with the profes¬ 
sional qualifications and preparation of the incumbents, provide oppor¬ 
tunities for the exercise of professional judgment, and provide appropri¬ 
ate training for a principalship. 

Historically, there has been a scarcity' of literature on the a.ssistant 
principalship. This may he due in part to the fact that the position 
has been assumed to he basically similar to the principalship. The : 
'limited amount of research and literature on^.the aiCsistant principal * 
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liiay also bo due to liie &ct tiie i:^tion M relatively *iiew to 
sdbiool administfation. Originally, the assistant was perceive to be a 
.person who would relieve thc^rindpal of clerical and managerial duties. 
The title Assistant Principm^’ is generic ratiier tiian descriptive. As 
apposition, it may cmcompass all or any segment of the principals’, 
dei^*, counselors^ teachers’ or clerks* re^ionsibilities dr various combi¬ 
nations* of these. TOe title “Assistant Pruidpaj’ may refer to a broad 
range of responsibilities witipn* k* school. Clarification of the role is a 
prelrequisite to providing an apprc^riate job description for the assistant 
prindpal. • ^ 


While many assistant prindpals’ primary duties in fact are £o acf as a 
clerk of attendants and a di^iplinarian, and the need for these func- 
. tions cei^inly exists, there is also a need for a person with all the 
hi^an interaction skills, organi^tional skills, and communicative 
skills^to realistically and effectively deal with and implement innovative 
educational ideas and objectives. The assistant principal should, have 
the opportunity as well as the obligation to use his or her professional 
skills in all of these areas to deal >^ith the everyday real life problems 
that exist in today’s schools,' not to-mention creativity or innovation. 

In this {x>sition paper on the assistant principalship, the major areas 
of professional responsibility which have been identified are: 


1. Students 

2. Administrative Team 

3. Staff 

4. Curriculum 

5. Community. • 


P«rt One - Stiidents 

The first priority resp>onsibiRty of an assistant principal is the students 
in thS school. The assistaat principal’s relationship with students must- 
be one of mutual Vespect. The assistant principal stands not only as 
the authority figure, but also as the protector of student rights and 
individual freedoms. . 

The assistant principal of today should' be an individual who possesses 
the ability to communicate witlj today’-S young people. Flexibility to 
■^'meet each situation on an individual and positive basis and to build 
rapport based on respect is important. • 

The assistant principal should seek w^ays to involve students in the 
process of establishing student rules and regulations. 

Another important ability for the assistant principal, or for that matter 
for any administrator, to possess is the ability to listen and to help 
guide individuals with decisions that will not only benefit them .while 
in school but after graduation as well. 

The assistant principal should act as liaison between teachers and 
students and possess the ability to perceive problems and^to suggest 
potential remedies that are sincere attempts to satisfy both parties. ' 


PiMf IVo - TIm AdminlilroHve Teolii 

' ■ . ■•■■■'. . ' «k.. ^ ' 

> ^lie assl^aiil prindip^s f^tion^ should be that of a full-fledged 
mmj^r of achninistra^e team, partoers with such positions as 
pfBimal, curriculum coordiimtor, assistant superintendent,^ and super- 
mtoident. liie assistant principal^ attitude and loyalty must reflect 
his or her^ cognizance of tne fact tnat he 05 she is ^ member of llie 
. administrative teSm. 

Tlie assistant' principal ^must be prepared to assume resj^nsibilities 
that are delegated to hun or her by the principal. The nrincin«i H 
turn, should aUow the assistant principal the opportunity to fulfill 
^iwse responsibilities and to become an effective innovator and imtiator 
within^the total school program. 

When t^ princip^ and assistant principal operate cohesively as a 
team, utilising their individual talent, schools be prepared to meet 
the ‘Challenges that face them more effectively. 


Part .Three - Staff / 

y <'• 

The a^istant principal may, be involved in me recruitment and hiring 
of certified teachers as well as non-certified personnel. The involvement 
may range from acting as a building tour guide to involvement in 
carefully planned 'conferenfces designed fo formulate recommendations 

to be shared with other administrative team members. 

* ’ * * 
Staff supervision and evaluation may be a shared administrative 
r^ponsibility. The assistant priricipal may utilize his or her interaction 
with students and share the feedback with the teaching staff, informa¬ 
tion sharing coupled with visitation and other evaluative techniques 
should effect positive change in the classroom. * , - 

The assistant principal works for the staff. He or she should let the 
staff know that the position is active and facilitative: The assistant 
principal should constantly search for ways to diagnose potential staff 
problems and is in an ideal position to actively improve and enhance 
staff morale. ^ 

•r 

The assistant principal must develop community relations skiHs. He 
or she must be able to aid the staff in a si4)portive role and to enlist 

staff expertise for worthwhile community services. ^ * 

•• ^ ■ 


Port Four - Curriculum 

: N U • 

*^The assistant principal must be involved in educational planning in 
the school. The. assistant principal’s expertise is an effective tool in 
planning a curriculum relevant to students’ needs, and because of this 
he or* she usually is involved with or responsible for the scheduling 
process. The assistant principal’s voice can be very effective in formu¬ 
lating and arriving at educational decisions that are realistic. The 
assistant principal’s everyday experience in dealing with students adds 
an efi^ective complement to planning fhe total curriculum. The assistant 

principal’s educational background and training enables him or her to. 

^ #• 
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and initmte innovative programs to meet the needs of the 


aibistant principal is an invaluable cog 4n ihe wheel of curriculum 
dui^gf. He or she is able to give direction and impetus to motivate 
^ch^ to develop new programs. The needier Broadly bas^ input 
in Ciirrici|lum development requires the profe^ioiial involvement of 
the assistant principm. - 


Roit Five - Community ® » 

" 'Ibe role of an assiej^t principal 'within the school community is one 
of involvement. This involvement^ include public relations within the 
• school in whiclv he or she serves as well as invplvem^t with various 
servii^ clubs and organizations which serve the^commiinity. *. . , 

»Thmqgh personal involvement in these clubs and organizations, the 
assistant principal may better serve in the capacity of communicator 
of his‘or her school^ curriculum and programs. 

The Insistant principal should also become involved in the many 
services that the community offers its citizens,^ students and parents. 
Th^ include counselingc centers, drug cbuncils, employment agencies, 
" social services and welfa;^ agencies and the law enforcement authorities. 
The assistantprincipal is often involved with students and parents in 
these areas. The assistant principal should also possess the ability, and 
knowled^ to work with these agencies to more effectively help the 
students^f the school. 
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ASSISTANT PRINCIPAL JOB DESCRIPTION SAMPLE* 

♦ 

Mission Stofement. v 

p 

The. Assistant Principal shall work directly under the supervision of the 
Principal. He shall assist and relieve the principal of such duties that 
prevent him from fulfilling his primary responsibility of promoting the 
educational well' being of each student in the school. He shall also 
establish and supervise a management system for the performance of 
the school administrative operations. > ' 

Pofiit-ion Gppls 

_ s 

To serve as principal in the absence of the principal. 

• To assist the principal in the'overafl administration of the school. 

• To supervise the student activities in the building, including student 

accounting, discipline, and extracurricular activities. 

# ■ « 
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^Perferimi^e Reiponsibiiifies (dbjecliYe^) % 

1. the principal with the supervision and-evaluation of 

V instructional s^f, hon-certified mnployees, and. the ii^tructional 
^.program. . r 

2. To assist f^e pnncipal in the supervision and recommendation of 
needed facility ^d maintenance requirements at the school. 

3. To implement and^ supervise student attendance accounting 

procedure, and work wijh other personnel for investigative follow¬ 
up actions. » 

« 

4. Direct and supervise stmlent activities. 

5. Discipline, supendse, and control students ^thin the school and 
oversee all.di^iplinary procedures keeping record of same. • 

6. . To assist the principal, department chairmeif,-with the preparation 

and "administration of the budget, 

f 7. To supervise the health and safety of students within the building 
and campus area. • ' 

8. Tj> assist the principal in the scheduling of teachers, students, 

and facilities. ‘ 

f 

9. To supervise and administer the grading system in cooperation 
with guidance personnel. 

s 

10. To perform other duties that are self-initiated or that may be 
assigned by the principal. ' 


* This is an actual job description for an assistant principal in a ^nior 
high school of 1,100 students which has only one assistant administrator 
(1974-75). Specific job descriptions vary a great deal from school to 
school because of many factors. The one presented here is but one 
sample and it is quite general with reference to areas of responsibility. 
WSSAA has many other samples on file from various-sized schools and 
schools with more than one assistant. If you are interested in receiving 
other samples, please conta^ the WSSA'A office.- 
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